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Users may now access the Statement of Earnings and Leave (EARN) and the IRS
Form W-2, Wage and Tax Statement, data via the Reporting Center which is available
through a link under the Application Launchpad on the National Finance Center’s (NFC)
Web site at www.nfc.usda.gov. The Statement of Earnings and Leave and the W-2 Wage
and Tax Statement reports are available on the Workforce Reports menu within the
Reporting Center. Entry instructions for executing these reports and sample output reports
are displayed in the attachment to this bulletin.

Security

Security access must be requested for users not currently using the Reporting Center.
Current Reporting Center users may need to request additional access if they do not
currently have access to the Workforce Reports menu and access to sensitive data. These
requests should be sent by your agency NFC Security Officer by e-mail to
nfc.securityofc@usda.gov or by fax to 504-253-5798. This request must include the
following information:

� User name, social security number, and user ID
� Department name, agency name, and agency contact telephone number
� Application Name (Reporting Center)
� Menu Name (Workforce Reports with access to sensitive and detail data)

Procedures

The Reporting Center procedure is being updated to include the information in this
bulletin. To view and/or print this procedure, go to NFC’s home page and click the Pubs &
Forms icon. At the Pubs & Forms page left-hand menu, click List by System Acronym,
then search for Reporting Center on the list provided.

Inquiries

For questions about policy/regulations, contact your Agriculture Payroll/Personnel User
Group (AGPUG) representative or Committee for Agriculture Payroll/Personnel System
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(CAPPS) representative. Please refer questions about the Reporting Center to Customer
Support at 504-255-5230 or via e-mail at customer.support@usda.gov.

MARK J. HAZUDA, Director
Government Employees Services Division

Attachment
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Statement of Earnings and Leave

To run the Statement of Earnings and Leave report:

1. Log on to the Reporting Center from the Application Launchpad on NFC’s Web site at
www.nfc.usda.gov.

2. On the Reporting Center menu, select the Workforce Reports menu.

3. On the Workforce Reports menu, select the Statement of Earnings and Leave report. The
Statement of Earnings and Leave report (window 1) (Figure 1 ) is displayed.

Figure 1. Statement of Earnings and Leave report (window 1)

4. Complete the Employee Social Security Number field as follows:

Employee Social Security Number - Type the 9-digit social security number of the
employee for whom you want to run the report.

5. Click [Done] . The Statement of Earnings and Leave report (window 2) (Figure 2 ) is
displayed.

Figure 2. Statement of Earnings and Leave report (window 2)

6. Select the Payroll Pay Period field and use the scroll bar to select the applicable pay period
for the report.

7. Click [Done] .The applicable year and pay period are displayed in the Payroll Pay Period
field.

8. Click [Go] . The Earnings and Deductions Statement (Figure 3 ) is displayed.
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Figure 3. Statement of Earnings and Leave report (with criteria)
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W-2  Wage and Tax Statement

To run the W-2 Wage and Tax Statement report:

1. Log on to the Reporting Center from the Application Launchpad on NFC’s Web site at
www.nfc.usda.gov.

2. On the Reporting Center menu, select the Workforce Reports menu.

3. On the Workforce Reports menu, select the W-2 Wage and Tax Statement report. The W-2
Wage and Tax Statement report (Figure 4 ) is displayed.

Figure 4. W-2  Wage and Tax Statement report

4. Complete the fields as follows:

Employee Social Security Number - Type the nine-digit social security number for
the employee whose W-2 you are requesting.

Year - Type the year of the W-2 that you are requesting.

5. Click [Go] . The employee’s W-2 (Figure 5 ) is displayed.

Figure 5. Employee’s W-2


